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Policy:
A.  The Foundation will select travel vendors that are committed to providing quality travel services.   Airline, hotel, and car companies may be granted exclusivity based on potential service enhancements to our employees and financial benefit to the Foundation.

The Foundation will process error-free expense reports and distribute reimbursements as promptly as possible from the Finance Department.  “Error-free” is defined as timely, properly approved, properly documented, and mathematically correct.

The Foundation's travel meets the IRS definition of an "accountable plan."  As a result, travel reimbursements do not have to be reported as income to the traveler.  Under the plan, travel advances and reimbursement of expenses must meet three requirements:

· Advances must be made for business expenses only and must be reasonably related to the expenses the employer is expected to incur.

· Travelers must provide a statement substantiating the amount, time, use, and business purpose of expenses related to advances within a reasonable amount of time (not to exceed sixty days) after the expenses are incurred.  Original receipts must be attached to the statement.

· Employees must return any advance amounts in excess of substantiated expenses within sixty days after completion of the trip.

 If an employee does not substantiate expenses related to the advance and/or return any excess advance within a reasonable period of time (< 60 days), this amount must be treated as if it were under a non-accountable plan and must be treated as salary, subject to withholding, on the employee's Form W-2.

In order for business travel expense reimbursements to remain tax-free to the employee, the policies and procedures that follow must be enforced.

B.  Business Expenses:

1.  Proper Business Expenses

A.
The Foundation will reimburse travelers for reasonable meal expenses (breakfast, lunch, dinner) incurred while traveling or entertaining on UAHSF business.  Travelers will be reimbursed for personal meal expenses in one of two ways:

· According to actual and reasonable cost accompanied by original receipts, or

· On a per diem basis using the Per Diem rates set by the Departments, but equal or less than the IRS Per Diem for the city




Please note that travelers must choose to file either actual expenses or claim per 





Diem.  Mixing reimbursement methods for the same trip is not allowed.

B.  Reasonableness.  Each expense must be reasonable in amount and the nature 

of the expense must conform with the sound business, ethical, and legal standards of conduct approved by the Foundation.

C.  Expense Segregation.  Each expense must be segregated by category as 

detailed on the expense form, such as travel, meals, lodging, etc.

2.  Reimbursable Business Expenses

a.  Mileage allowance for authorized use of privately owned car.  Mileage will be reimbursed at the prevailing IRS mileage allowance rate.

b.  Air, bus, rail, and taxi fairs.

c.  Rental cars and fuel for same.

d.  Parking and tolls in transit.

e.  Hotel and room tax.

f.  Business meals and entertainment to include moderate consumption of alcoholic beverages with meals.

g.  Reasonable tips applicable to the above.

h.  Business telephone calls.  The employee is advised to obtain and use a telephone card to facilitate both domestic and international calls, and to avoid hotel surcharges and excessive long distance charges.

i.  Fax and copy service.

3.  Improper or Excessive Business Expense

The Foundation will not reimburse any expense that is excessive, inappropriate, or not in compliance with the Corporate Travel Policy.

a.  Disciplinary Action.  Any improper or excessive expense will be referred to Senior Management for review.  Disciplinary action to include possible termination of employment for any employee who:

· Engages in conduct that is detrimental to the Foundation or is injurious to its reputation.

· Uses the Foundation funds for improper purposes, or knowingly approves improper expenses.

· Makes fraudulent entries on expense reports.

C.  Reporting Business Expenses

A.  Expense Approval 

1.  Approval Signatures.  Each expense form must be approved by the employee’s supervisor, manager, or designated approver.

· The expense approver must carefully examine the amount and nature of each expense for compliance with this Corporate Travel Policy.

2.  Business Purpose.  The employee must document the purpose of the trip on the expense report form.

· The employee’s supervisor, manager, or designated approver must acknowledge the purpose of the trip is properly documented on the expense form and the necessity of the trip is valid.

D.  Non-reimbursable Expenses




The Company will not reimburse the following expenses:

1.  Personal entertainment: reading materials, movies, theater tickets, special events, etc.

2.  Personal toiletries or over-the-counter medications.

3.  Personal grooming: barber, salon, shoeshine, etc.

4.  Valet, dry-cleaning, laundry, etc., if away from home less than one week (five days).

5.  Personal medical/dental expenses.

6.  Use of health/recreational club facilities: golf, tennis, etc., unless it is a Foundation sponsored event.

7.  Membership dues for sports clubs, hotel clubs, airline clubs, car rental clubs, etc.

E.  Expense Accounting

1.  Reporting Period.  The appropriate expense form must be completed and submitted with proper receipts within a reasonable period not to exceed 60 days from the date of the trip.  Employees who do not receive a travel advance and request reimbursement after 60 days from the date of the trip must submit such request with a memo from the Executive Administrator explaining the reason for the delay.
2.  Receipt Requirements.  The employee must provide the original copy of a cash receipt or charge card receipt for any expense over $25.00.

· The cash receipt or card charge receipt must disclose the amount, date, place, and type of expense.

· The cash receipt or card charge receipt must be the original copy.   Hand-written copies and photo copies are not acceptable.

· The hotel folio (itemized receipt) must accompany the cash receipt or the card charge receipt for any hotel stay.

· The employee must submit the Airline Passenger Ticket receipt.

· The employee must submit a copy of the car rental agreement, along with a copy of the card charge receipt.

· Any unavailable (e.g. lost) receipt must be explained by the employee and acknowledged by the expense report approver.

F.  Air Travel

A.  Domestic Travel Guidelines

· Travel must be authorized by the employee’s immediate supervisor, manager, or designated approver.

· Full Coach is permitted when a discounted fare option is not available.

· Business or First Class is not authorized for domestic travel unless approved in writing by the Chairman of the Department or the Executive Vice President of UAHSF.

B.  Saturday Stay- Overs

· Travelers can often reduce the cost of air travel by staying over a Saturday night.  Decisions regarding Saturday stay-overs and expenses to be reimbursed for the additional night (s) should be made by the chairperson or budget administrator.  Normally, the additional expenses reimbursed will include hotel and meal costs.  Travelers must fully document the cost benefit of staying over a Saturday night.

C.  International Travel Guidelines

· All international travel must be authorized by Senior Management, and may be booked in Business Class.

· First Class travel is not authorized for international travel unless approved in writing by the Chairman of the Department or the Executive Vice President of UAHSF.

· Expense reports must be submitted in U.S. dollars with an explanation and translation of the foreign receipts and their conversions.  Travelers must use the currency rates that were in effect when travel took place.

The use of aircraft owned or rented and operated by the traveler on UAHSF business is prohibited!
D.  Airline Tickets

· Reporting Airline Charges.  Any airline ticket charged to the Foundation must be reported separately on the expense report.

· Prepaid tickets.  Prepaid tickets are not permitted, due to the additional handling charge of from $35 to $50 imposed by the airlines.

· Add Collect Charge.  An Add Collect Charge is an additional cost imposed by the airline when it refuses a ticket as originally issued, or refuses to validate a ticket from another airline.  The employee is advised to request a waiver and never volunteer to pay an additional fare.

1.  Cost Savings






The employee should consider all cost savings opportunities.

2.  Advance Ticket Purchases.  Substantial savings can also be achieved through advance planning.  Tickets should be purchased at least three days in advance of travel, but preferably seven or more days in advance whenever possible.

3.  Lowest Available Fare.  Substantial savings can also be achieved by choosing the lowest available fare at time of booking, within a two-hour window of the requested time of departure.  Consideration must also be give to airport location, flight availability, and routing of direct versus connecting flights.

· A lower cost alternative flight must be accepted if it falls within two-hours of the requested time of departure or one hour of the requested arrival time.

· Alternate airports should be considered.  Sometimes travel into alternate airports costs considerably less.  Smaller, regional airports should also be considered for cost and convenience.

· When the employees refuses the lowest available fare and forfeits a substantial savings, the Foundation reserves the right to charge back the employee for the difference in cost between the declined lowest available fare and the actual fair paid.

3.  Itinerary Change.  Serious consideration must be given to the reasons for changing a ticketed itinerary.  The employee should be aware of any change or cancellation penalty that may apply.

4.  Super Saver Fare.  Generally, certain restrictions may apply, such as a penalty for change or cancellation, and the requirement of a Saturday overnight stay.  The employee is encouraged to use a super saver fare only when a travel schedule is firm and not likely to be changed.  Fares that are reduced by staying over a Saturday night may be considered only if associated additional expenses do not exceed the fare of the non-Saturday overnight stay.

G.  Travel Award Programs

The employee shall not deviate from the requirement of this Corporate Travel Policy to accumulate travel awards.

1.  Frequent Flyer mileage Programs.  The Foundation allows the employee to keep frequent flyer awards for personal use.

· Under no circumstances may the potential for earning additional frequent flyer mileage influence the employee’s choice of airline.

· The employee is not reimbursed for upgrades, but the employee may use the frequent flyer mileage awards for upgrades in business travel

· The Foundation will not purchase an airline ticket or any other travel award from the employee for its perceived value.

2.  Free Flight Certificate.  Some airlines award free flight certificates to compensate for delays or other inconveniences experienced while traveling.

· The Foundation will not purchase a free travel certificate from the employee for its perceived value, even when the employee voluntarily uses it for business travel.

H.  Travel Insurance

A.  Company Insurance

· The Foundation will not reimburse the employee for the cost of additional insurance, e.g., flight, auto or insurance for an employee piloting an aircraft, or for an employee traveling in an aircraft piloted by another employee.
I.   Ground Transportation
The employee is to select ground transportation based on cost, safety, and convenience.

A.  Personal Car






The employee may use a privately-owned vehicle for business travel with the advance approval of his/her supervisor, manager, or designated approver.

1.  Mileage Allowance.  Mileage will be reimbursed at the prevailing IRS mileage allowance rate.

2.  Parking and Tolls.  The employee will be reimbursed for all parking fees and tolls with appropriate receipts provided.

3.  Maintenance Costs.  There is no reimbursement for fuel, towing service, car repairs, etc.

B.  Taxi/Bus/Limo

The employee will be reimbursed for taxi, bus, and limo fares; however, the employee should use complimentary shuttle airport/hotel services when available and appropriate.

C.  Rental Cars





Rental cars may only be used when other means of ground transportation are more costly, or if a significant amount of local travel is required at the employee’s destination.

1.  
Rental Car Guidelines

· One or two employees traveling together shall rent an intermediate model.

· Three or more employees traveling together may rent a full-size model.

2.  CDW and ADL.  Collision Damage Waiver and Additional Liability Insurance:  The Foundation provides comprehensive insurance coverage when rental cars are obtained.

· The employee must always decline CDW and ADL insurance.

· No reimbursement is allowed for additional insurance.

3.  PAI and PEP.  Personal Accident Insurance and Personal Effects Protection are additional insurance options that are not reimbursable to the employee.

4.  Reporting an Accident.  In the event of an accident, regardless of fault or severity, the employee must immediately report the accident to the Police and the Foundation’s Risk Management department.

5.  Rental Car and Refueling.  The employee must check the rental car company’s return policy.

· In some cases a drop fee may apply if the car is not returned to its original location, or there may be an additional charge for returning the car a few hours later than anticipated.

· Fuel expenses are reimbursable.  To avoid excessive fuel costs, the employee must refill the fuel tank just prior to returning the car.

6.  Reporting Rental Car Expense.  The employee must submit the original copy of the Car Rental Agreement and the card charge receipt with the expense report.

J.  
Meals and Entertainment

The Foundation will reimburse the employee for business meal expenses (breakfast, lunch, dinner) when actually incurred, or on a per diem basis.  The employee should always use good judgment and avoid extravagance, as the Foundation will not reimburse the employee beyond what is considered reasonable.

Per Diem

· Reimbursement on a per diem basis is the payment of a flat sum to cover meal and incidental expenses each day instead of a statement of actual cost.  Per Diems are not available for expenses other than meal and incidental costs (laundry, dry cleaning, and tips).  

· Travelers who use a per diem allowance do not have to substantiate each meal expense but they must demonstrate that the trip occurred with a receipt, such as an airline receipt or hotel folio, that indicates the dates of the travel.

· Departments may choose to pay employees a per diem to cover meal expenses and incidental (laundry, dry cleaning, and tips) expenses while traveling.

· Per diem reimbursements are available for conference travel if the conference does not provide any meals.

· The meal per diem amount is based on Federal Travel Regulations in effect at the time of travel and varies by city.  U.S. per diem rates are set for the calendar year every January.  Foreign meal per diem rates are revised as often as monthly.

· A per diem allowance is not provided when the entire period of official travel is less than 24 hours and does not require lodging.  If travel exceeds 24 hours, per diem may be claimed for any full travel day.

A.  Business Meals

1.  Business Meal Guidelines

· The cost of a personal meal before departing on a business trip or after returning from a business trip is not reimbursable.

· The cost of excessive business meals is not fully reimbursable.  If the meal expense appears excessive, the employee is required to explain why this level of spending is justified; otherwise, part of the meal will be considered a personal expense.

2.  Reporting Meals.  The employee many only seek reimbursement for meal expenses that are actually incurred, or on per diem.  The employee must submit receipts for all meals that exceed $25.00

3.  Expense Reporting.  Entertainment expenses must be reported on an Expense Report form.  

IRS reporting requirements include the following:

· Amount

· Date

· Name and location of establishment

· Business purpose, including nature of discussions

· Name, titles, and business relationships of all persons in attendance

· For entertainment of group meetings/activities, the employee must also submit a copy the meeting agenda and a list of all attendees.

K.  Hotels

The employee is expected to exercise good judgment in selecting suitable accommodations.

A.  Hotel Room Guidelines

1.  Standard Room.  The employee must use standard single room accommodations.

2.  Deluxe Rooms.  Concierge floor room and executive suites will be reimbursed to the employee at the standard single room rate.

B.  Reservations

1. The Foundation assumes no responsibility for room guarantees.

2. The employee must call in a cancellation prior to 4:00 p.m. on the date of arrival when possible.

3. The employee must always request a cancellation number from the hotel agent.

4. Failure to cancel a guarantee reservation may result in a “No Show” charge to the employee.  This penalty is not reimbursable unless circumstances of non-cancellation are beyond the employee’s control.

C.  Hotel Rates





The employee is requested to always request the lowest available rate for suitable accommodations. 

D.  Trade Shows, Conference, Training, and Seminars

1.  The Foundation Sponsored Events.  When a Foundation employee makes arrangements for trade shows, conference, training, and seminars, the employee should consult UAB Travel for assistance in negotiating group discounts.

2.  Vendor/Association Sponsored Events.  When a Foundation employee attends trade shows, conferences, training, and seminars sponsored by outside vendors/associations, the employee may take advantage of any negotiated hotel rates offered by the vendor/association.

E.  Reporting Hotel Charges

1.  Hotel Room and Tax.  These charges are reimbursable to the employee.  The itemized hotel bill must accompany the employee’s card receipt or cash receipt.


F.   Spousal Travel

· The travel expenses of an employee's spouse and family are not reimbursable unless pre-approved by the department.

· In those situations when a spouse's attendance at a professional function serves a legitimate business purpose, reimbursement of the spouse's travel expenses does not need to be reported to the IRS.

· Departments that choose to reimburse spousal travel without a legitimate business purpose should inform the traveler that the reimbursement for the spouse's travel will be taxable income to the employee and will be reported to the IRS.  Taxes on the value of the spousal travel will be withheld from the traveler's paycheck.

II.  
Purpose

It is the goal of this Corporate Travel Policy to assure each employee who travels for the Foundation that personal safety and comfort is important to us.  The policy is designed to answer questions as to what expenses the Foundation deems necessary and what expenses are allowed under the law.

The Foundation recognizes that many of our employees must travel on company business.  In addition to an employee’s lodging, food and transportation costs, a trip may also require certain business entertainment expenses.  The Foundation considers these costs a necessary part of conducting business; however, as a non-profit company, we must be vigilant in the way we report and record such expenses.

The Foundation reminds every employee that we have been entrusted to handle funds prudently and honestly.  We are expected to exercise good judgment in spending.  It is for these reasons that the Corporate Travel Policy is written in a direct and detailed manner.

III.  
Scope

These policies apply to all departments, subsidiaries and affiliates of the University of Alabama Health Services Foundation.






IV.  
Responsibility

The Executive Administrator for each department is responsible for ensuring compliance with this policy.
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